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Exporting Reports to CSV Format

Each report can be exported in .csv (comma separated values) format and saved for viewing offline. CSV files can
be opened any spreadsheet program, such as Microsoft Excel.

Exporting

1) Begin the report export process by clicking the CSV button at the top of the results screen. | FbF = Csv  Print

2) A message will appear at the bottom of the screen, prompting you to save or open the report.

Do you want to open or save STUD10.csv (2.55 KB) from testweb72a.azed.gov? Open Save |¥ Cancel

3) Click Open to open the file without saving, or Save to save the file first. Either option will give you a basic,
unformatted spreadsheet, as illustrated with this exported STUD10 School Enrollment report:

A B c D E F G H 1 ] K L M [ N [ o P Q R s T
SchoolCTL SchoolNar GradeLev¢ DistrictSt. StudentSt LastName FirstName MiddleNa BirthDate Members| TrackNum Enrollmer StartDate ExitCode ExitDate ReportedsReported; DistrictOfResidence
00-00-00-1High Scho 8 63423983 Apple Saladee Rush 7/5/1981 M 1RD 8/7/2014 S99 HitHHHH Unified District
00-00-00-1High Scho 9 24376422 Berry Leo HitHHHEE M 1RD 8/7/2014 s13 B
00-00-00-1High Scho 9 25394326 Baratheor Robert  Rush 4/5/1986 M 1RD 8/7/2014 D2 BT

SchoolCTL SchoolNar GradeLeve DistrictStt StudentSt LastName FirstName MiddleNa StartDate EndDate FTE

SchoolCTL SchoolNar GradeLeve DistrictStu StudentSt LastName FirstName MiddleNa StartDate EndDate TuitionPayer

SchoolCTL SchoolNar GradeLeve DistrictSte StudentSt LastName FirstName MiddleNa StartDate EndDate SpecialEnrollment

SchoolCTL SchoolNar GradeLeve DistrictStL StudentSt LastName FirstName MiddleNa Homebou HomeboundEndDate

SchoolCTL SchoolNar GradeLeve DistrictStt StudentSt LastName FirstName MiddleNa AbsenceA AbsenceR AbsenceA AttendanceMinutes

Note: Only one CSV file can be opened at a time. Attempting to open multiple files will result in an error
message. Click OK and either save or close the opened file. Then click the CSV on the results screen again to

open the new Microsoft Excel &
file.
A document with the name 'STUD 10.csv' is already open. You cannot open two documents with the same name, even if the documents are in
different folders.
“=-"  To open the second document, either close the document that's currently open, or rename one of the documents.
Formatting

1) The content outlined by the red box in the example spreadsheet above (in step 3) consists of headers from
the other STUD10 reports (FTE, Tuition Payer, Special Enrollment, Homebound, and Absence/Attendance).
This is a known issue and will be fixed.

2) To remove unwanted rows, highlight them, right click on any of the highlighted row numbers, then select
either Delete or Hide.

Arizona Department of Education
Information Technology Division
Created: 6-Jul-15 www.azed.gov/aelas Page 1 of 2



file:///C:/WalleyWritingMisc/www.azed.gov/aelas

ADE Quick Reference Guides
AzEDS Reports

Insert Nat GradelLevt DistrictStL StudentSt LastName FirstName MiddleNa StartDate EndDate FTE
Delete
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Clear Contents

[® Format Cells.. Nai Gradelevt DistrictStL StudentSt LastName FirstName MiddleNa StartDate EndDate TuitionPayer

Row Height...
Hid
. Nat GradeLev¢ DistrictStt StudentSt LastName FirstName MiddleNa StartDate EndDate SpecialEnroliment
Unhide
14
15 |SchoolCTL SchoolNat GradeLeve DistrictStt StudentSt LastName FirstName MiddleNa Homebou HomeboundEndDate
16
17

18 1SchoolCTL SchoolNat GradeLeve DistrictSte StudentSt LastName FirstName MiddleNa AbsenceA AbsenceR AbsenceA AttendanceMinutes

3) To adjust the column widths, highlight each column (by clicking on Cell A and dragging the mouse until all
the contented is highlighted). Drag any of lines that separate the columns(indicated below by red circles).
Double click any of the columns lines to automatically adjust all the columns to the appropriate width.

alpia(D c(Do(PDe(De(De(PDu(D (DD «k(D (D mC) NP oD () al) r(D s()
SchoolCTL SchoolNat GradeLevt DistrictSti StudentSt LastName FirstName Midd| BirthDate bers| Track Enrollmer StartDate ExitCode ExitDate ReportedReported, DistrictOfResidence
00-00-00-1High Scho 8 63423983 Apple Saladee Rush 7/5/1981 M 1RD 8/7/2014 S99 B Unified District
100-00-00-1High Scho 9 24376422 Berry Leo HEHHHEHE M 1RD 8/7/2014 s13 B
100-00-00-1 High Scho 9 25394326 Baratheor Robert  Rush 4/5/1986 M 1RD 8/7/2014 D2 T

4) Once adjusted, the full content will be displayed. If the data does not display correctly, such as Column O in
the screen shot below, highlight the column and double click it for further adjustment.

-] C D E F G H 1 1 K L M N o P
PS SchoolName Gradelevel Distri D D LastName BirthDate mby NipTyp Tr U ode StartDate ExitCl de ExitDate Rej ortedAbsenceDays Repg
POC  High School 8 63423983 Apple Saladee Rush 7/5/1981 M 1RD 8/7/2014 S99 EEhEstassh
POC High School 9 24376422 Berry Leo 11/18/2003 M 1RD 8/7/2014 513 sRBESEEEAN
POC High School 9 25394326 Baratheon Robert Rush 4/5/1986 M 1RD 8/7/2014 D2 BREESEEERN
Q
ExitDate
10/30/2014)
. . . . . 10/30/2014
5) To filter the ordering of results, highlight the content as shown above, then navigate w0/20/2014

to the Data tab and click Filter. Each column will now have a drop-down arrow. After
that you can do the following:

e Decide how to order the results. For example, click on the arrow in the Last Name cell to display results
alphabetically by last name, or

l_ k th . th S h | Insert Page Layout Formulas Data Review View Developer
CliIck on e arrow in the >choo 5 = r—
) ] Aii 73 @ :fJConnemons Al e ‘? j 545 ‘;;! EE E? wﬂ[J e‘:
Name cell to list results by \m FromOther | Exsting | Refresh z) sot || Filter \{' Textto  Remove Data  Consolidate Whatf | Group Ung
k& Sourcesv  Connections | Allx =2 E 7 Advanced | Columns Duplicates Validation ~ Analysis ~
SChOOl. Uncheck any OptiOﬂS : External Data Connections Sort & Filter Data Tools
you do not wish to display. Y % s
. B [—— D E 3 G 5 1
® |f the COIUmn consists Of ch : DistrictStudent| v | StudentStatl| v | LastNam v | FirstNan v | MiddleNan ~ BirthDate A
. . . (4 |} sort Smallest to Largest 63445} sortAtoz 7/5/1981
numerlcal VaerS, fllterlng 1%} sort Largest to Smallest 243240 sortZtoA 11/18/2003
i H | Sort by Color > 252 Sort by Color > 4/5/1986
options include Smallest to | 4 N (B i
1 a4 4/5/1986
Largest or Largest to Smallest, { | : m | e : e
as shown in the red box. ' E S - A/5/1985
1 P 952 | [search P 5/4/1979
H 1 2426138 86¢ 9/5/1992
e If the column consists of words | - o
or letters, filtering options ! 256 7/5/1561
. . { GradeLevel 200 Rush 7/5/1981
include alphabetically A-Z or ' P 634 ) @anks) 7/5/1981
| ¥l Blanks) 2426138 86¢ 9/5/1992
reverse Z-A’ as Shown n the DistrictStudentID StudentSt StartDate
blue box.
ok ] Cancel ] Distri identID StudentSt [IJ StartDate
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